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ABSTRACT 
The National Task Bank of 547 tasks in the rfublic 


welfare field was developed from tasks written by eight states and by 
the Social and Rehabilitation Service. This document describes the 
background and development of the bank and outlines the procedures 
used. The task bank illustrates 13 functicnal cagegories of data, 
people, and things for welfare agency personnel including 
professional social workers, paraprofessionals, and administrative 
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subcategories based on content and work flow and were coded for 
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a Prepared for SRS 
: by 
W.E. Upjohn Institute for 
Employment Research 
Contract SRS-72-25 


BACKGROUND & DEVELOPMENT 


General Background: 


The National Task. Bank of 547 tasks in the public welfare 
field, arranged in 13 categories, was developed from the tasks 


‘contributed by 8 states (South Carolina, Oregon, New Mexico, Wis- 


consin, Michigan, Utah, Ohio, Iowa), by the Assistance Payments 
(APA) and the Community Services (CSA) Administrations of the U.S. 
Department of Health, Education, and Welfare, Social and Reha- 
bilitation Services (SRS). These organizations have all been 
specifically concerned with the introduction of paraprofessionals 
into their organizational and service delivery programs, as well 
as a more effective use of their professionally trained workers. 


Over the past several vears, middle management workers 
in thirty states have received training in the systems approach 
and Functional Job Analysis through the W.E. Upjohn Institute's 
course, "A Systems Approach to Task Analysis and Job Design." 
In addition, many of the states, especially those listed above, 
have received technical assistance in writing and analyzing. 
task statements generated from their own operations. 


In 1970-71, in order to provide a tangible example of the 
result of implementing the training and to assist in the 
training itself, the Upjohn Institute developed a Task Bank of 
Selected Tasks from the Social Welfare Field, to illustrate 
the functional categories of Data, People, and Things, des- 
cribed in "Introduction to Functional Job Analysis: A scaiing- 
of Selected Tasks from the Social Welfare Field." This Task 
Bank served as a model for the states in development of their 
own task banks. This they proceeded to do, with, of course, 
much overlapping, since initially it was felt that too much 
coordination would only interfere with an individual state's 
activity. It was furthermore felt , and it indeed proved to 
be so, that there was something to be learned from the different 
points of view a number of states might use in analyzing the 
same operations. 


During the summer of 1971, both the intensified interest 
and activity of the states in task writing and the need of 
SRS for basic information in its program for the differential 
use Of manpower in the welfare industry resulted in a decision 
by SRS to consider the development of a National Task Bank with 
the assistance of the Upjohn Institute. It thereupon called a 
meeting of representatives from 10 states and‘their respective 
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regional offices involved, in Washington, D.C., to consider 
the feasibility and desirability of implementing the decision. 
This meeting was held on November 16 and 17, 1971. 


It was agreed that the National Task Bank was desirable, 
and that the states would send in their tasks to Upjohn for 
the purpose of editing and review. Subsequently, SRS 
contracted with the Upjohn Institute for the development of 
the National Task Bank, using material developed by the states. 
The contract pecame effective March 2, 1972. 


Procedure: 


In March, 1972, SRS requested, through the regional 
offices, that the states submit their tasks to SRS for inclusion 
in the selecting and editing process for the National Task 
Bank. These tasks were subsequently delivered to the Upjohn 
Institute. 

During this same period, the Upjohn Institute conducted 
a Reliability Study to determine the amount and type of consensus 
among editors in various states, and provide a point-of ‘ 
reference for editing and selecting tasks from individual 
states. The study consisted of 15 task statements, divided 
into two sections. Editcrs were asked to rate the first 10 
tasks, referring to the Upjohn Benchmarks and using their 
own knowledge and experience in the field. For the last 
five tasks, they were asked to edit, rate, and develop Per- 
formance Standards and Training Content for each task. 


The analysis of the information in the Reliability 
Study provided the material for the development of the 
Editing Manual. 


In April, 1972, the Upjohn staff, with the help of James 
Phipps (on detail from Office of Manpower Development and Training 
(OMDT)) completed the initial sort of the tasks received into 
broad program areas. These tasks were then submitted to a 
detailed comparison to consolidate those with face similarity 
and identify those with substantive differences. The detailed 
comparison facilitated the initial selection of tasks to be 
edited within each broad program area or category. This selection 
was based upon the available material and the applicability 
of the content of the tasks to a variety of users. 


Initially, the editing of the selected tasks was done 
by several editors, as well as by group consensus. Unfortunately, 
group editing is a very time-consuming method, and, because of 
unavoidable delays in fulfilling the contract, the group 
editing method was not used for the majority of the tasks. 
However, there was a great deal of informal consultation, 
during which j 
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Aaron Goldstean ( on detail from APA) assisted in the group 
editing of the tasks pertaining to Income Maintenance. 
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Once all the tasks were edited, the Upjohn Staff, and 
James Phipps (OMDT) reviewed them in relation to the original 
broad categories established ir.the initial sort, to develop 
the categories listed in the Table of Contents. Within 
each category, the tasks were organized into sub-categories 
based on similarity of content and work flow. This organiz- 
ation is an attempt at a logical, usable system, which reflects 
both the task material available and the realities of the 
work structures. It is strictly empirical, and should not be 
interpreted as an attempt to suggest how work should be 
Organized in a-welfare agency. Neither is the listing of 
categories and sub-categories a complete coverage of the 
welfare field. It is anticipated that the listing will be 
changed as tasks are added and greater coverage achiéved. 

It is also anticipated that several other organizations of ' 
the data will be feasible. 
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A coding procedure, for identification purposes was’ 
developed, and each task was coded by category, sub-category, 
and unique number within the sub-category. Like the organi- 
ization of the material, this procedure allows for inclusion . 
of new tasks and deletion of those which may not be applicable | 
within specific organizations. | 


One copy of the National Task Bank and one copy of the 
Editing Manual were delivered to HEW/SRS on August 15, 
1972, t6 be reproduced and distributed to the states for 
review and comment. 


On November 13, 1972, the Social and Rehabilitation Service 
of the Department of Health, Education, and Welfare delivered 
the material to be included in the Final Review of the 
National Task Bank. Participating in the Final Review Group 
were Evelyn Green,. Community Services Administration, James 
Phipps, Office of Manpower Development and Training, and 
Sidney A. Fine, Maret F. Hutchinson, and Ann M. Holt of 
the Institute staff. Each section of the National Task Bank 
was submitted to a detailed review. hy a group member, who 
integrated the comments from the states and presented changes 
and modifications to the group for discussion and consensus. 
The Editing Manual was reviewed and revised in relation to the 
group's experience with the editing process. - 


On February 28, 1973, one copy of the National Task 
Bank and three copies of the Editing Manual were delivered | 
to HEW/SRS, in compliance with contract requirements. 
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ORGANT ZATION 


Table of Contents: 


The Table of Contents of the National Task Bank was 
developed for the following reasons: First, to provide a 
point of reference for, and to facilitate the review of the 
Task Bank oy those who had contributed their tasks, and 
second, to provide SRS with a broad idea of tne kinds of 
work and service areas which had been analyzed. fThis 
identification would enable future projects to focus on 
areas which have not been covered or analyzed, or which have 
been covered inadequately. : 

Please note that the development of a Table of Contents 
by an ad hoc group is: inconsistent with the theories and 
principles of Functional Jopd Analysis, which looks at work 
not in terms of titles or positions, but in terms of functional 
levels and orientation. In no case do we mean to-.suggest 
that the tasks in a particular section are performed only 
by workers with titles associated with the title of that 
section. Tasks in the ‘Social Work section are not performed 
only by Social workers, nor are those in the clerical section 
performed exclusively by clerical personnel. 


Format: 
A. Tasks are presented on a form sinilar to that of the 
Upjohn Task Bank cares, except that the holes for 


punch coding are not shown. 


B. Coding: Tasks are coded in the upper right-hand corner, 
in the box labeled, “Task No.". 


EXAMPLE: Task No. A.A.1l 


A. (first letter) 
A. (second letter) 


category (Administration) 
sub-category (Program Planning 
and Development) of category 
(Administration). 

unique number of task within 
sub-category. 


i fl 


1 (number) 


i! 


The letters and numbers do not indicate importance or 
complexity of the task. They are only for identification 


purposes. Thus, tue task coded A.A.I if not necessarily more 


important or more comolex than the task coded'A.B.2. 


During the Final Editing process, some tasks which were. 
obvious duplications were deleted from the Final copy of the 
National Task Bank. We did not re-code the tasks, so relierence 
to the draft copy to ascertain modifications ‘and deletions 
can be,made by unique code number. There are, therefore, 
gaps in the numbéring of tasks within sub-sections. 
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C. Identification/ Location: The Table of Contents is a 
list of categories and sub-categories of the tasks in 
the National Task Bank. To find a specific task in 
the National Task Bank: 


1. Search the Table of Contents for the category and 


sub-category which best fits the particular 
Situation. . 


2. Locate that. category or sub-category by code 
(Upper right-hand corner of Task Statement Blank 
in box labeled, "Task No."), 


3. Read through the tasks in the sub-category to 
find the one which best fits the situation. 


Note that there is some overlap among the Categories and 
sub-categories. That is, there are some Clerical tasks in 
the Income Maintenance/APA category, etc. 


USERS OF THE NATIONAL TASK BANK 


The National Task Bank can be used by many people to 
provide information for the solution of Manpower problems: 


SUPERVISORS-in evaluating performance, assigning 
tasks. 
TRAINERS -in identifying needs and developing 
curricula. 
MANAGERS /ADMINISTRATORS 
-in developing staffing patterns 
JOB DESIGNERS ; 
-in developing career ladders and 
lattices, and restructuring assignments. 
PERSONNEL OFFICERS 
-in interviewing job applicants. 
CLASSIFICATION SPECIALISTS . 
-in classifying jobs for pay purposes. 


The National Task Bank does not provide complete coverage 
of the field, nor is every task written in the way that an 
individual state will find most usable. Individual users 
must recognize that the tasks in the National Task Bank 
were edited without a knowleage ot tne objectives to which 
they would contribute and without knowledge of the complexity - 
of forms, SOP's, manuals, guidelines, etc., involved in the tasks. 
Editors in the field will need to develop new tasks and 
modify or adjust those in the National Task Bank to fit 
their svecific needs and situation. 

This need for individual adjustments will be 


particularly 
evident with regard to the GED levels of Reasoning 


, Math, an 




















size, and information requirements of forms, complexity 

Of SOP's, manuals, and guidelines, made it impracticable 
to reliably assign GED levels from the information in some 
Of the tasks. 
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REFERENCES 


The following: reference materials may be useful in 
understanding and using the National Task Bank. ° 


ry 


1. Fine, Sidney A., and Wretha W. Wiley, An Introduction 


to Functional Job Analysis: A Scaling of Selected Tasks from 
the Social Welfare Field, W.E. Upjohn Institute for 
Employment ReSearch, c. 1971. , 


Describes the theoretical framework and procedures of 
FJA. In addition,. provides the seven Functional Job 
Analysis Scales and the illustrative benchmark tasks. 


2. Editing Manual, U.S. Department of Health, Education, 

and Welfare, Social and Rehabilitation Service, Contract 

no, 72-25. February, 1973. 
Provides guidelines for editin tasks written according 
to the principles and Eschaiauee of FJA. It is intended 
for use by persons trained and competant in FJA task 
analysis. It is not intended as introductory material. . 
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A. Program Planning and Development 

B. Fiscal/Budget Planning and Management 

C. Staff Assignments, Direction, and Evaluation : 
D. Community Relations 

E. Negotiation 


Staff Development/Training : 


A. Planning 

B. Curriculum Development 
C. Promoting Training 

D. Training ) 

E. Testing/Evaluation 


Research and Statistics: oe 


A. Planning 

B. Developing Methodology/Instruments 
C. Data Collection/Compilation 

D. Analyses/Computations 

E. Report Writing 


Program Areas: 


A. Adoptions 

B. Group Work 

C. Protective Services 

D. Homemaker Services | 

E. Day Care/Child Development | 

F. Family Counseling | 
-. . G. Foster Care : 


Social Work: Generic Sequence: 


A. Receiving/Processing Referrals 
B. Determining Need/Eligibility for Services 
C. Reporting/Maintaining Case Records 
D. Giving Information 
E. Obtaining Information from Collateral Sources 
F. Formulating/Developing Service Plan 
G. Reaching Agreement with Client/Involving Client in 
Formulation of Service Plan ; 
ERIC H. Service Plan Implementation and Follow-up 


I. Organizing Community Resources 
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Supervisory: 


A. Induction/Orientation 

| B. Providing On-the-Job Training 

| C. Conducting/Attending Staff Meetings 

| D. Making Assignments/Work Flow Planning 

E. Consulting with Subordinates 

F. Performance Evaluation/Maintaining Production 
Standards 

G. Reporting 2 

H. Leave, Hours 

I. Terminations ; 

J. Mediating Disputes . 








A. Criteria/Procedure for Selection of Trainees 
B. Identification/Screening of Clients 

C. Selection/Referral to W.I.N. 

D. Support Services for Trainees 

E. Counseling — . 

F. Administration/Management of Program 


Direct Services: 


A. Interviewing 

B. Translating/Bilingual 
C. Coaching 

D. Referral 

E. Home Manageme: - 

F. Reporting/Recording 


Volunteers: 
A. Planning 
. _ B. Recruitment 
- €. Assignment. Supervision 
D. Referral . a 
Legal: 


A. Agency Fair Hearings 
B. Emplovee Grievance 
C. Compliance Issues 

D: Contracts 


A. Observation/Interview 
B. Analysis 
C. Recording/Filling out Forms 
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Clerical: 


A. 








Record Keeping/Verifying, Bookkeeping, Accounting 


| B. Writes/Fills in Forms 
C. Typing ° 
! D. Stenographic/Shorthand 
| E. Filing/Assembling Materials 
I". Mailing/Routing 
. ©. Communications/Receptions 
y H. Data Collection/Compiling 
i, Inventories /Acquisitions 
Income Maintenance/Assistance Payments (APA); . 
A.. Reception/Intake 
B. Data Control ° 
" €. Obtaining Information/Collateral 
D. Explaining Need for/Scheduling Special Appointments 
E. Determine Eligibility/Status of Case/Amount of 
Grant 
F. Inform Client of Eligibility/Status/Grant 
G. Reporting/Completing Ferms 
H. Fair Hearings 
I. Community/Outreack 
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C. Staff Assignments, Direction, and Evaluation 
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SOCIAL WORK: GENERIC SEQUENCE 
(SW) 


A. Receiving/Processing Referrals. 

B. Determining Need/Eligibility for Services 

C. Reporting/Maintaining Case Records 

D. Giving Informétion | 

E. Obtaining Information from Collateral Sources 

F. Formulating/Developing Service Plan . 

G. Reaching Agreement with Client/Involving Client in 
Formulation of Service Plan 

H. Service Plan Implementation and Follow-up. 

I. Organizing Community Resources 
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